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TO MayorandCityCouncil

FROM DevelopmentServicesDirector

SUBJECT UpdateonPermitCenterandDevelopmentReviewProcessImprovements

RECOMMENDATION

ThatCouncilacceptsthisupdatedreportandcommentsasdesired

BACKGROUND

UnderthedirectionoftheCityManagerandasapprovedbyCityCouncilStructechConsulting
washiredinearly2009toanalyzetheoperationsofthePermitCenterandidentifywaystoimprove
customerserviceStructechstaffinterviewedstaffintheBuildingDivisionPlanningDivisionand
FirePreventionOfficetocollectsuggestionsforimprovementsMrPouyaofStructechalsospent
timeinthePermitCenterduringbusinesshourstoobserveaspectsofthedevelopmentreview
processThefinalreportAttachmentIwhichwaspresentedtoCityCouncilduringanOctober6
2009worksessionhttpwwwhavwardcagovcitygovmeetingsccaws2009ws1006092pdf
synthesizedstaffrecommendationsalongwithStructechssuggestionsinordertoidentify
changesnecessarytomaketheplanreviewandpermitprocessmoreefficientandcustomer
servingbyprovidingprofessionalefficientconvenientinnovativeandseamlessprocessingin
onelocationtobecalledThePermitCenterTheStructechreportcoveredthefollowing
categories

OverthepastseveralmonthsBuildingDivisionstaffhaveimplementednearlyallofthe
suggestionsintheStructechreportandidentifiedsomeareasforfurtherimprovementTheultimate
focusforthisworkistoimprovecustomerserviceSincethePermitCenteristheprimarypointof
contactbetweenCitystaffandthepublicrelatedtodevelopmentreviewitisimportantthatthe



Action Categoryin
Report

StructechRecommendations
Statusof

Implementation
1 Organization Establishastrongcommoncommitmentacrossall

departmentsinvolvedinthedevelopmentreview
processwithcleargoalsandboundariestoservethe
PermitCentersetupanorganizationalprocedurefor
proactivehighlevelcontactsandcommunicationfor
customerswithlargeprojects

InProgressPleasesee
discussionbelow

2 Organization Setupregularinterdepartmentalmeetingswithstaff
thatareinvolvedinthedevelopmentreviewprocess

InProgressStaffwill
beconductingregular

meetingseveryother
monthtoallow

managerstoidentify

issuesanddiscussways
toresolvesuchissues

relatedtoAction5
3 Staffing FillthevacantBuildingOfficialpositionasquicklyas

possible
Complete

4 Staffing CreateaPermitCenterCoordinatorpositionto
overseetheoperationsofthefrontcounterandhelp
projectsmovethroughtheprocessasquicklyas
possibleThePermitCenterCoordinatormusthave
thetechnicalskillstocompleteplanreviewsatthe
counter

Completewith
ModificationsThe

SeniorPlanCheckeris

performingtheduties

oftherecommended
PermitCenter

Coordinatorand

coordinateswithstaff
fromalldepartmentsto
ensureasmanypermits

aspossibleareissued
onthesamedayas
appliedforandthat
plancheckreview
occurswithin

establishedtimelines

5 Staffing Establishproceduresthatallowthefrontcounter

stafftocallonrepresentativesfromalldivisions

involvedinthedevelopmentreviewprocesstoassist
withoverthecounterreviewsoranswercustomer

questionsthestructuralengineershouldbeavailable
tothecounteratleasthalfadayforsmalleroverthe
counterplanchecks

InProgressPeasesee
discussionbelowAlso

theCitysstructural
engineerisalways
availableforthefront
counterexceptduring
thelunchhourand

CenterfunctionsasefficientlyandprofessionallyaspossibleWhiletheimprovementssummarized
inthereporthaveimprovedefficiencyandenhancedcustomerserviceHaywardsdevelopment
reviewprocessesandoperationsofthePermitCenterwillbecontinuouslyevaluatedand
adjustmentswillbemadebasedonstaffingchangesnewregulationsandcustomerinput

DISCUSSION

ThefollowingtablessummarizerecommendationsbybothStructechandstaffthathavebeen
implementedduringthelastseveralmonthsNotethatcloselyrelatedrecommendationsfromthe
StructechreporthavebeencombinedintosingleActionsforclarity
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doesoverthecounter

reviewsby
appointment

6 Staffing Reclassifyoneortwoavailableclericalpositionsto
PermitTechnicianstojointhecurrentthreePermit
Techniciansasateam

InProgressOne

clericalpositionwas
reclassifiedtoapermit
technicianposition
Staffanticipates
convertingan
additionalclerktoa

permittechniciannext

fiscalyeartoaugment
thethreetechsandone

seniortechpositions
7 Staffing Establishproceduresthatinvolvebuildinginspectors

intheinitialmeetingsforcomplexprojects
CompleteSenior
buildinginspectorsnow

attendpreapplication
technicalcode

assistancemeetingsas
requestedbythe
BuildingOfficial
Additionallysenior
inspectorsconductplan
checkingfor
complicatedprojects
duringthepermit
applicationreview
process

8 Physical
Environment

Isolatestaffcubiclesbehindthepermitcounterfrom
publicviewtohideclutterandcontributetoamore
pleasantcustomerexperience

Completewith
ModificationsPlease

seediscussionbelow

9 Physical
Environment

Keepthefrontgreetingdeskstaffedwithaperson
thatisknowledgeableofthefulldevelopment
reviewprocessandisabletoquicklyidentify
customersneedsdirectthemtotheappropriate
staffmembersandhelpthemgetwhattheyneedas
quicklyaspossible

InProgressPleasesee
discussionbelow

10 Tools

Operational
Process

Updatethepermittrackingsystem CompleteStaffwill
continuetoreviewsuch

systemtoseekwaysto
improveitnew

performancebased
reportshavebeen
created

11 Tools

Operational
Process

Insteadofmanuallytakinginspectionsrequestsfrom
customersinstallanIVRinteractivevoiceresponse
systemforinspectionrequests

InProgressStaff
recentlyexecuteda
contractwithavendor

andanticipatestheIVR
tobeimplementedthis
summer

12 Tools

Operational
Process

EstablishafocusgroupconsistingofvariousPermit
Centercustomersandkeystafffromalldepartments
besetuptoevaluateandfindwaystostreamlinethe

operation

InProgressPleasesee
discussionbelow
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Action Category StaffRecommendation
Statusof

Implementation

17 Tools Provideanadditionalmicrofilmreadermachinein

thePermitCenterforpublicusetosupplementthe
onereadermachine

CompleteThePermit
Centernowhasatotal

ofthreemicrofilm
readermachinestwo

forpublicuseandone
forstaffusepleasesee
discussionbelow

18 Physical
Environment

RemoveoldsignageandclutterfromthePermit

CenterCreateamoreinvitingcleanand

professionalenvironmentforthecustomers

CompletePleasesee
discussionbelow

19 Tools

Operational
Process

Clarifyandeditthefeeschedulesothatstaffandthe
publiccanquicklydeterminewhatthecostsfora
projectwillbe

InProgressPleasesee
discussionbelow

20 Tools

Operational
Process

ScanintotheCitysLaserfichesystemthebacklogof
projectsanddevelopandimplementasystemto
scanallnewprojectswhencomplete

InProgressPleasesee
discussionbelow

13 Tools

Operational
Process

EliminatecumbersomeapplicationprocessesAvoid
havingthecustomerfilloutthesameinformation
morethanonce

CompleteThebuilding
permitapplicationwas
redesignedtoeliminate
redundantdataentry
seeAttachment1

14 Measurements

Performance

Objectives

Shortentheplanreviewturnaroundtimestoreflect
bestmanagementpracticesandestablish
benchmarksandperformancemeasures

InProgress

15 Revenuesand

Expenditures
Createandmaintainchartsforallthemajor

indicatorsaspreferredbytheCitymanagementand
usethesecharttoperformquarterlyyearlyand
multiyearprojections

CompleteSuch
reportschartshave
beendeveloped

16 BestPractices Updateandclarifyallhandouts CompleteSeesample
attachments

OTHERIMPROVEMENTSRECOMMENDATIONSBYSTAFFNOTINCLUDEDINTHESTRUCTECHREPORT

seeadditionalexplanationinthefollowingsections

Action1Establishastrongcommoncommitmentacrossalldepartmentsinvolvedinthe
developmentreviewprocesswithcleargoalsandboundariestoservethePermitCentersetup
anorganizationalprocedureforproactivehighlevelcontactsandcommunicationforcustomers
withlargeprojects

Relatedtoestablishingpromotingacommoncommitmentwithintheorganizationthe
DevelopmentServicesDirectormetwiththePublicWorksDirectorTechnologyServicesDirector
PublicWorksDirectorPoliceChiefandFireChiefinthefallof2009allofwhomcommittedtheir
staffstoworkingtoenhancethedevelopmentreviewprocessSincethatmeetingDevelopment
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ServicesDepartmentstaffhaveinitiatedmeetingswithvariousdepartmentstaffseediscussion
belowunderAction5andseekstoissueasmanyoverthecounterpermitsaspossibleandhas
reducedtheprocessingtimeassociatedwithplancheckreviewofpermitapplicationssee
discussionunderAction14belowStaffwillcontinuetoworkonpromotingthiscommitment
throughouttheorganizationthroughvariousactionsandeffortssomeofwhicharesummarized
belowandintheprecedingtable

Regardingconductinginitialhighlevelmeetingswithrepresentativesoflargeprojectssuch
meetingsoccurandinvolveatleasttheDevelopmentServicesDirectorEconomicDevelopment
ManagerandtheCityManagerArecentexamplerelatestomeetingsassociatedwiththe
redevelopmentoftheMervynsheadquarterssitealongFoothillBoulevard

Action5Establishproceduresthatallowthefrontcounterstafftocallonrepresentatives
fromalldivisionsinvolvedinthedevelopmentreviewprocesstoassistwithoverthe
counterreviewsortoanswercustomerquestions

ThegoaloftheseactionsistoensurethatwhenacustomervisitsthePermitCentertheyareableto
haveaconversationwithastaffpersonfromanydepartmentinvolvedinreviewingtheircurrentor
potentialprojectKeydepartmentssuchasSolidWasteandUtilitiesarelocatedthefourthfloor
IdeallyallstaffinvolvedinthedevelopmentreviewwouldhaveofficesadjacenttothePermit
CenterandbeabletoquicklycometothecounterasneededsuchasPlanningFireandBuilding
Sincethisisnotpossibleatalltimesduetostaffinglevelssomeadditionalcoordinationbetween
theBuildingDivisionandPublicWorksisneededtofindwaystoachieveanoptimallevelof
customerserviceatthecounterThiscoordinationisunderwaythroughnewlyimplementedinter
departmentalmeetingsBuildingstaffhasmetwithstafffromthePublicWorksUtilitiessection
andplanstomeetwithstafffromtheFireDepartmentandPublicWorksEngineeringsection
duringthenextfewmonthsEffortstostreamlinethereviewprocessanddevelopwaysto
coordinatereviewswillbekeygoalsofsuchdiscussions

Action8Createaphysicalbarrierbetweenthepublicandthestaffareabehindthecounter
tohideclutterandcontributetoamorepleasantcustomerexperience

TheideabehindthephysicalbarriermentionedintheStructechReportwastocreateamore
comfortableexperienceforthecustomerbyreducingtheamountofclutterthatisvisiblefrom
wheretheysitStaffagreeswiththisgoalhoweverbasedonstaffsexperienceinthePermit
Centeritisbettertomaintainfullvisualaccesstothecustomerswhichisonlypossiblewiththe
currentconfiguration

Asanalternativestaffhasremovedsignificantamountsofclutterfrombehindthecounter
includingtheshelvingalongthebackwallofthePermitCentervisibletothecustomersthatover
theyearshadbecomeaninformalstorageareaforoutdatedreportsandvariousexpireddrawings
TheoverallappearanceandfeelofthePermitCenterhasimprovedsignificantlyinthepastfew
monthsWiththeadditionofnewsignageseeAction18staffbelievesthattheintentofthis
recommendationhasbeenaccomplished
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Action9Keepthefrontgreetingdeskstaffedwithapersonthatisknowledgeableofthefull
developmentreviewprocessandisabletoidentifycustomersneedsdirectthemtothe
appropriatestaffmembersandhelpthemgetwhattheyneedasquicklyaspossible

ThegreetingdeskisakeypositioninthePermitCenterbecausethisiswhereeverycustomerstarts
hisorherexperiencewiththeCityOvertheyearsthispositionhasbeensubjecttoahighturnover
rateAsaresultveryfewpeoplehavebeenatthejoblongenoughtoperformitattheleveloutlined
intheStructechreportAspartofthisrenewedefforttoimprovecustomerservicetheBuilding
DivisionpermittechniciansandtheSeniorPlanCheckerareworkingcloselywiththereceptionist
tooffersuggestionsforimprovementandprovidesupportasneededThereceptionistisnow
askingcustomerstofilloutapplicationsimmediatelyaftercheckinginatthefrontdeskThishead
startonthepaperworkportionoftheprocessensuresthatbythetimetheBuildingPlanningorFire
reviewermeetwiththecustomeratthecountertheycanquicklymovetothenextstepItis
envisionedthatduringnextfiscalyearanewPermitTechwouldreplacetheAdministrativeClerk
thatnowservesasthePermitCenterReceptionist

Action12EstablishafocusgroupconsistingofvariousPermitCentercustomersandkeystaff
fromalldepartmentsbesetuptoevaluateandfindwaystostreamlinetheoperation

StaffhasestablishedaDevelopmentReviewProcessFocusGroupconsistingofstaffandlocal
developersarchitectsbrokersetcTheFocusGroupmeetseveryothermonthandhashadthree
meetingsThegroupwasinstrumentalinrevisingthehandoutsforthePlanningDivisionandwill
discusswaysduringthenextfewmonthstoenhancethebuildingpermitapplicationreviewprocess
andinspectionsprocess

Action14Shortentheplanreviewturnaroundtimestoreflectbestmanagement
practicesandestablishbenchmarksandperformancemeasures

Processingtimesfornewconstructionarereducedfrom25to20daysandfrom15to10days
fortenantimprovementsandadditionsStaffhasalsoreviewedperformancemeasuremodels
fromSunnyvalearecognizedleaderinutilizingprogressivedevelopmentreviewpracticesand
standardsandhasestablishedreportsthattrackvariousitemsincludingnumberofbuilding
permitsissuedpercentageofoverthecounterpermitsissuedrelativetothetotalnumberofpermits
numberofplanreviewsdonewithinthepromisedtimeframeandnumberofrechecksdonewithin
thepromisedtimeframeTheestablishedreviewtimesandgoalofissuingatleast90percentof
permitsasoverthecounterpermitswillbeevaluatedannuallyandifappropriateadjustedtoreflect
staffinglevelsactivitylevelsandbestmanagementgoals

FollowingisatablethatcomparesHaywardspermitprocessingperformancemeasureswiththose
ofSunnyvaleBecausedataassociatedwithprocessingreviewtimelineshasonlyrecentlybeen
trackedstaffwillprovideasummaryofhowstaffhasmetthoseperformancemeasuresatthenext
updateandplanstopostthoseresultsontheCityswebsitethisfallAlsoforthisfiscalyearstaff
hasprocessedapproximately85ofallpermitsasoverthecounterpermitsupfromanaverageof
795forthelastfivepreviousfiscalyears
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HaywardprojectsinvolvingnoorlittleplancheckreviewegHaywardsmallresidentialremodelssmallcommercial
tenantimprovementsetcSunnyvaleremodelssinglestoryadditionsstandardtenantimprovementsetc

StaffisalsotrackingcustomersurveyresponsesatthePermitCenterwhichshowsthat96percent
ofthe737customersthathavevisitedthePermitCenterthisfiscalyearthroughMay10and
completedasurveycardratetheiroverallexperienceatthePermitCenterasgoodorexcellent

Action16Updateandclarifyallhandouts

Thedevelopmentreviewprocessinvolvesseveralaspectsincludingthoseassociatedwithfees
approvaltimelinesordinancesregulationsandspecificsubmittalrequirementsKeyaspectsofthe
processarecompartmentalizedinfourdivisionsBuildingPublicWorksPlanningandFireIn
additiontherearetwodepartmentsinvolvedinthereviewprocessthatarenotevenpartofour
organizationtheAlamedaCountyHealthDepartmentandtheHaywardUnifiedSchoolDistrict
forthecollectionofschoolfeesAsaresultofthiscomplexitywhenacustomerfirstcomestothe
PermitCenteritisalmostimpossibletogivethemthetotalcostsandtheexactrequirementsforan
entireproject

Thebestwayforthecustomertonavigatethisprocessisthroughhandoutsthatareavailablebothin
thepermitcenterandontheCitywebsiteUptonowBuildingFireandPlanninghandouts
focusedonspecificrequirementsrelatedtosubmittalpackagesandrelevantordinancesTakinga
broaderviewstaffnowincludeswaysforthecustomertoestimatethefeesandscopeofsubmittal
requirementsbylistingallthepotentialreviewerstheircontactnumbersandabriefoverviewof
whateachdepartmentwillbecheckingHandoutsforcommonprojectssuchaswindow
replacementsandpatiocoversnowincludedrawingstoclarifyfrequentlymisunderstoodcode
requirementsThenewhandoutformatforlargerprojectsequipsthecustomerwithastepbystep
roadmapintheformofachecklistHandoutshaveanobviousadvantageoververbal
communicationsincetheycanbetakenbacktothecustomershomeorofficeforfurtherreviewand
forfuturereferenceProvidingthisresourcereduceschancesformiscommunicationandsurprises
themostcommonsourceofcomplaintsreceivedbystaff

AttachmentIIshowstherevisedandcondensedbuildingpermitapplicationformandAttachments
IIIandIVshowrevisedhandoutsforsampleprojectspatiocoversandwindowreplacements
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Percentof Daystoreview Daystoreview Daystoconduct
permitsto initialsubmittals initialsubmittalsforreviewsof

be

processed
asover

the

counter

sameday

forlargerprojects mediumsized
projectseg
residential

additionsracks
andmediumsized

commercialtenant

improvements

resubmittals

Hayward 90 20businessdays 10businessdays 10businessdays
100oftime 100oftime 100oftime

Sunnyvale 87 21calendardays nodistinction 14calendardays
90oftimefor betweensuch 90oftimefor
buildingreview projectsandlarger buildingreview75
75forother

departments
projects forother

departments
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AttachmentVshowsthenewTenantImprovementSubmittalChecklistanexampleofacomplete
stepbystepchecklistmentionedaboveAttachmentVIshowstherevisedcondensedhandoutfor
planningdevelopmentapplicationsandAttachmentsVIIthroughIXshowrevisedhandoutswith
flowchartsforsampleapplicationtypesSitePlanReviewConditionalUsePermitandGeneral
PlanAmendment

Action17Provideanadditionalmicrofilmreaderforpublicuse

Sincethebeginningoftheforeclosurecrisesin2008largenumbersofcustomershavebeenbuying
bankownedhomesinHaywardTheonlyplacethatapotentialbuyercanverifythepermithistory
ofabuildingisbyvisitingCityHallandviewingrecordsonamicrofilmreaderStaffmanagedto
findanunusedmicrofilmreaderinthePublicWorksstorageroomtohelpaccommodatethis
increaseddemandItiscurrentlyinstallednexttothepreviouslyexistingmachineandisinusein
thePermitCenter

Action18RemoveoldsignagefromthePermitCenterCreateamoreinviting
cleanandprofessionalenvironmentforthecustomers

InrecentyearstheappearanceofthePermitCenterwaslessthanprofessionalAftertenyearsof
operationthedisplaysandsignagelackedvisualcohesionandwerenotasinformativeasthey
couldbeThequalityofthissignagewaspoorwithmuchofitconsistingofprintedsignsonletter
sizedpaperToremovethisclutterandpresentahigherlevelofprofessionalismoldsignagewas
replacedandupgradedinthepastseveralweeksAllstationsreceivednewsignagethatisuniform
anddesignedtoworkwithotherdisplaysthatexistintheCenterAdditionallynewsignagefor
resourcesandequipmentwasmadeandnewphotographswereprintedanddisplayedtoenhancethe
PermitCentersappearanceTheresultsareasignificantimprovementthathelpsguidevisitorsto
appropriatestaffandinformation

Action19ClarifyandEdittheFeeSchedule

Thesinglebiggestimpedimenttoefficientcustomerservicehasbeentheintroductionofanewfee
schedulebasedonacomprehensivefeestudydesignedbyMaximusFinancialServicesInc
Maximusin2009Thepreviousschedulecalculatedfeesbasedonprojectvaluationnot
necessarilyonactualcostsincurredforstafftoreviewpermitapplicationsandsubmittalsand
conductinspectionsBasedonthenewfeestructurefeescanonlybecalculatedquicklyfornew
structuresoradditionsthatarebuiltfromthegroundupThemajorityofpermitsissuedhowever
areforcommercialtenantimprovementsworkcompletedwithinexitingconstructionand
residentialremodelsSmalltenantimprovementsandsimpleresidentialremodelsarethetwotypes
ofprojectsforwhichstaffseekstoissuepermitsoverthecounterifpossibleImplementationof
thenewfeestructuresignificantlyincreasedthetimeittooktoissuethesetypesofpermitsThereis
alsoapotentialforinconsistentapplicationofchargessincethenewcalculationmethodisopentoa
widerangeofinterpretation

Sinceinitialimplementationstaffhassimplifiedthenewfeescheduletomakeiteasiertouse
Thereweremanysmallvariationsincostsforsimilartypesofworkthathavebeenconsolidatedfor
clarityandeaseofuseStaffwillcontinuetorefinethefeeschedulethatisinplaceandworkout
optionsforthemanyvariablesthatareconsistentlyencounteredRegardlessoftheimprovements
madetothecurrentfeescheduleitwillneverbeasfastorconsistentasthevaluationbasedfee
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systemthoughitisestablishedtomoreaccuratelyreflectthetruecostofprocessingpermit
applications

Action20ScanintotheCitysLaserfichesystemthebacklogofprojectsanddevelopand
implementasystemtoscanallnewprojectswhencomplete

Staffisworkingwithavendortoscanthebackloggedplansandpermitswhichisasubstantial
amountAsresourcesallowstaffwillgetthebackloggedinformationintotheLaserfichesystem
StaffhasrecentlyrequestedandCouncilapprovedanincreaseintheBuildingDivisions
technologyfeefrom2to3ofprojectvaluationwhichwillassistwiththiseffortaswellas
effortstohaveprojectfilesscannedastheyarecompletedCurrentlystaffscanspermitsand
documentsintotheLaserfichesystemasprojectsarecompletedbutisnotdoingsoforthelarge
plansheetsOnestaffmembercantypicallyscan80to100largeplansheetsinadayandthe
numberofsheetsforatypicalprojectisapproximately15Tomaintaintheestablishedplanreview
timeframesbytheplancheckersandprovideresponsivecustomerserviceatthePermitCenterby
thepermittechniciansthecurrentstaffinglevelsatthistimemakeitdifficulttoscansuchplan
sheetsinhousethoughstaffisdoingsoonaninconsistentbasisascanbeaccommodatedFor
examplewhentherentalhousinginspectionprogramwassuspendedforseveralmonthsthisyear
relatedtoacourtorderrentalhousingstaffwasabletoscanplansheetsforseveralprojects

NEXTSTEPS

StaffwillcontinuetoimplementimprovementstothedevelopmentreviewprocessandPermit
CenteroperationsandwillperiodicallyupdatetheCouncilonthestatusofsuchimplementation
effortsStaffplanstoprovideanupdateinapproximatelysixmonths

PreparedbySteveOsborneSeniorPlanCheckerandGlenMartinezBuildingOfficial
RecommendedbyDavidRizkAICPDevelopmentServicesDirector

Approvedby

FranDavidCityManager

Attachments

AttachmentI

AttachmentII

AttachmentIII

AttachmentIV

AttachmentV

AttachmentVI

AttachmentVII

HaywardPermitCenterAssessmentReportwithRecommendationsby
HamidPouyaofStructechConsultingdatedJuneof2009
BuildingRevisedPermitApplicationForm
BuildingPatioCoversHandout
BuildingWindowReplacementHandout
BuildingCommercialTenantImprovementSubmittalChecklist
PlanningDevelopmentApplicationInstructionsandChecklistHandout
PlanningSitePlanReviewApplicationHandout
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AttachmentVIIIPlanningConditionalUsePermitApplicationHandout
AttachmentIX PlanningGeneralPlanAmendmentApplicationHandout
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AssessmentSummaryThisreportdetailspreliminaryobservationsofthepermitprocessin
HaywardTheseobservationsandcommentsweregeneratedfollowingtheinitialinterviews
withthestaffinvariousdivisionswhoplayapartintheoperationofthePermitCenterIn
additiontheworkstylepermittrackingsystemandpublicandinternalinterfaceoftheoffice
staffwerestudiedThispreliminaryassessmentfocusesontheobjectivessetoutinthis
consultantscontractandthegoalsdescribedbyHaywardscitymanagerToemphasizethese
goalsandobjectivesare

Toidentifychangesnecessarytomaketheplanreviewandpermitprocessmoreefficientand
customerfriendlybyprovidingprofessionalefficientconvenientinnovativeandseamless

processinginonelocationtobecalled
ThePermitCenter

Thisassessmentconsidersthefollowingareasofconcern

Organization
StaffingSkills
PhysicalEnvironment
ToolsOperationalProcess
PerformanceMeasures

Revenuesandexpenditure
BestPractices

Organization

HAYWARDPERMITCENTER

AssessmentReportwithRecommendations
HamidPouya

STRUCTECHCONSULTING

June2009

IngeneralthecurrentHaywardPermitCenteroperateswithintheDevelopment
ServicesDSDDepartmentwithconnectionstoFireandPublicWorksInlate2008
twokeymembersoftheformerCommunity EconomicDevelopmentDepartment
CEDoptedtoretireThecreatedvacancieswerethepositionsofthedepartment
directorandthebuildingofficialTheCityManagertookthisopportunitytoreorganize
anumberoffunctionsincludingtheBuildingDivisionfunctionsintothenew
DevelopmentServicesDepartmentThevacanciesalsoprovidedtheopportunityto
revisesomeoftheoldpoliciesthatwerenotinlinewiththevisionofcreatinga
customerfriendlyPermitCenterwiththeonesbettersuitedforthatpurposeThe
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departmentdirectorpositionwasfilledpermanentlyfrominternalstaffanda
supervisorinthebuildingdivisionwasappointedtheinterimbuildingofficialuntila
replacementisrecruitedAplanningmanagerpositionwhichwasvacatedbythe
internalshufflewasalsofilledfromtheexistingplanningstaffAdditionallythe
EconomicDevelopmentandRedevelopmentstaffpreviouslyinCEDweretransferred
outofthedepartmentandreportdirectlytotheCityManagersOffice

ThecurrentPermitCenteroperationhasnotchangedsignificantlysincethechangein
leadershippositionsThisismainlybecauseofthetimerequiredforallnewpositions
tounderstandthecommonandspecificissuesfacingthemandfindingthebest
solutionsthatwillbeeffectiveoverall

ThedepartmentalorganizationinHaywardisverysimilartothatofmanyother
municipalitiesintheBayAreaTheinternalrelationshipsandculturehoweverdiffers
fromonecitytoanothermainlybecauseofthemanagementnormsandpractices
AlthoughthedepartmentsinvolvedinthePermitCenteroperationnamelyDSDFire
PublicWorksWaterPollutionSourceControlandSolidWasteeachprovide
professionalservicethereappearstobeinvisiblelinesthatseparatethedepartments
bywayofoperationalphilosophyandapproachtocustomerserviceLackofaclear
teamworkplanandassignedindividualsfromvariousdepartmentsdedicatedtothat
planmayhavecausedthedepartmentsaswellasthedivisionswithineachdepartment
tobecomemoreinternalizedwithlessregardtotheoverallfunctionalityofthePermit
CenterNothavingalltherepresentativesfromeachdepartmentreadilyavailableatthe
PermitCenterhasnothelpedthepermittingprocessThishasalsoleadtoageneral
lackofdesireforsomekeyindividualstointeractwithpublicatthefrontcounterwhere
theyaremostneededThelatterhasleftafewpermittechnicianstohandlethe
majorityofcustomerstracktherequiredstaffrespondtophonecallsanddomostof
thepaperworkatthepermitcounterwhichinturncanleadtoadeclineingood
customerservice

Recommendations

Astrongcommoncommitmentamongthedepartmentswithcleargoalsand
boundariestoservethePermitCenterisnecessaryThiscommitmentneedsto
beglobalinnatureemphasizingteamworksafetycustomerserviceand
economicdevelopmentThecommitmentshouldbeatthedepartmentdirector
levelandbeemphasizedconstantlyatallstafflevelsItisveryimportantto
assignthemostknowledgeableandcustomerfriendlystaffmemberstothe
PermitCentercounterTheinitialimpressionofthecustomerintermsof
serviceprofessionalismandCanHelpattitudemakeatremendousimpact
ontheimageofthecityasapremierplacetoliveplayorsetupabusiness
Thisconsultantalsorecommendssettingupanorganizationalprocedurefor
proactivehighlevelcontactsandcommunicationforcustomerswithlarge
projectsProvidingearlyinformationtohelpinthedesignprocessby
assigningacompetentteamfromalldivisionsincludingtheEconomic
Developmentmanagerwillmakeabigdifferenceintermsoftimemoneyand
customerserviceThelatterwillundoubtedlyimprovetheimageoftheCityin
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StaffingSkills

publiceyesTheCityManagerhasinitiatedtheprocessofkeyteammembers
meetingearlywithbusinessesinterestedinlocatingorexpandingcurrent
operationsinHaywardThishashelpedinseveralrecentcasesexpeditethe
internalprocessesrelatedtoBuildingandPlanningTherecentlyhired
EconomicDevelopmentManagerwillalsotakeontheroleofinternaladvocate
forbusinesseswithintheprocessThesetwoinitiativesshouldhelpmakethe
processworkmoresmoothlyforlargerprojects

PermitCenterCounterThereisaneedforaunifiedapproachandacomprehensive
manualofoperationtobringconsistencytothePermitCenterAlongthesamelinean
extensivetrainingscheduleisrequiredtoeducateandfamiliarizestaffwiththeoverall
goalsandthemultipleservicesofferedattheCenterAsthereisnospecifictrainingat
thepresenttimetosupportthenewgoalsthetrainingmustincludebasicunderstanding
oftheworkofalldivisionsrepresentedatthecustomercounterItalsomustbeinsuch
awayastoempowerandencouragestafftomakesounddecisionsbasedonfactsand
commonsenseThistrainingshouldbedonebyeachdepartmentwiththenotionthat
theindividualswillbeapermanentstaffmemberforthatparticulardepartment
Havingsuchastrongpresenceattheforefrontpromotesearlycommunicationwiththe
customerswhichisessentialinordertounderstandtheirneedsandbecomepartoftheir
designandconstructionteam

TherearenumberofobviousdeficienciesinthisareaSuchdeficienciesoftentranslate

intouncertaintyandlackofconfidenceindealingwithpublicAlthoughtheremaybe
adequatenumberofwellmeaningstafftoattendtovariousfunctionsthestaff
combinationandequitableworkdistributionrequiredtooperatethepermitcounter
smoothlyandefficientlyisnotpresentThisisparticularlyevidentwhenthepermit
techniciansareforcedtojumpfromonefunctiontoanotherinanunorganizedmanner
tomeetthedemandsputonthemTaskssuchasansweringthephonesrespondingto
inquiriesfrominternalandexternalcustomersgoingthroughburdensomeand
repetitivepermitissuancepaperworkandcomputeractivitiesapplicationentriesand
plandistributionaredoneastheavailablestaffcangettothembasedontheirindividual
prioritizationThistypeofindividualprioritizationoftencausesstafftodothetasks
thattheyaremostcomfortablewithandletotherspickupthedifficultonesInstances
ofthisdisarrayoftenoccurunderthewatchfuleyesofcustomerswhohavetowaitfor
conductingsimplebusinessorobtainingasimpleanswerIngeneralitappearsthat
mostpermitcounterstaffworkdiligentlytoperformtheirassumedtasksHowever
thereisaneedforbetterorganizationandsenseofpriorityThiscanonlyhappenby
havingawellexperiencedcoordinatorwithmanagementcapabilitiestooverseethe
operation

PlanReviewStaffBuildingSincethedepartureofthepreviousbuildingofficialand
retirementofoneplancheckerin2008otherplanreviewstaffseemtohavemanaged
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anyadditionalplanreviewworkloadWiththedeclineinUSeconomyitissafeto
assumethattheworkloadwillnotincreasesignificantlyanytimesoonuntilthe
economicoutlookimprovesSomechangeswillbenecessaryinthewaythatthisgroup
operatesHoweverthecurrentcombinationofthreeplancheckersandonestructural
plancheckerseemsadequateforthenearfuture

FieldInspectorsThenumberofavailablefieldinspectors8seemstobeadequateat
thistimeduetothenumberofactiveprojectsTheconsultantunderstandsthatthe
inspectorsdonotperformcomprehensiveplanrevieworparticipateinthatprocess
significantlyatthistime

PlanReviewStaffPlanningWithalltherecentchangesinthisdivisionbetter
managementandgoodorganizationhasleftthisgroupinabetterpositionto
accommodateimprovementstothePermitCenterThereseemstobeanadequate
numberofexperiencedandskilledstaffwithgoodinternalmanagementThestaff
howeverhasexpressedconcernsoverunequalworkdistributionamongtheplanners
Additionallybasedonthestatementsandinformationobtainedfromthestaffthe
planninghasbeenmorereactivethanproactiveinmeetingtheirplanreviewtimeline
obligationsSomeplannersaresaidtoonlyreactwhentheyarenotifiedthataproject
reviewisoverdue

PlanReviewStaffFireThisgroupalthoughsomewhatinternalizedseemsto
respondtocustomersandstaffinaprofessionalmannerMorecoordinationand
commitmenttothePermitCentermaybeneededforstafftofeelthattheyareapartof
abiggerandresponsivecityteamProvidingadditionalplanreviewtoolssuchas
computersoftwaremayhelpthisgroupperformbetteroverall

Recommendations

FillthevacantpositionofbuildingofficialassoonaspossibleAfully
committedmanageratthislevelwhowillberesponsiblefortheoperationofthe
PermitCenteraswellasthebuildingdivisionisessentialTraditionallya
combinationofeducationandexperiencehasbeenusedtoqualifyapersonfor
thisimportantmanagerialpositionInadditiontoseveralyearsofmunicipal
serviceexperiencemanyjurisdictionsnowadaysrequireadegreein
architecturecivilengineeringorarelatedfieldItisimportanttomention
howeverthatthemostsignificantattributeforacandidateapplyingforthis
positionisthemanagerialskillsthatareintunewiththeoverallgoalsofthe
organization

Assignamanagementorsupervisorylevelstaffwithhightechnicalknowledge
PermitCenterCoordinatorthatisfamiliarwithallaspectsofthepermitting
processtobethecoordinatorbetweenvariousdepartmentsandthecustomers
Thispersonwillreporttothebuildingofficialbutwillbealiaisontoall
departmentsThisindividualshouldbeavailabletothepermitcounteratall
timeshavetheauthoritytomakeappropriatedecisionsatthecounterand
interactwiththecustomerswithlargeorsmallprojectstoensurethequality
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serviceisdeliveredHeorsheshouldalsobeauthorizedtodemandthatservice

levelsandcitycommitmentsareadheredtobyalldepartmentsorindividuals

Allowthiscoordinatortodeterminewhetherpermitcanbeprocessedoverthe
counterrightawaycanbedonewithinafewhourswithalittleeffortbyall
involvedcancallthecustomerwhenreadyorneedstobetakeninforregular
planreviewanddistributionThissupervisorwillalsoperformplanchecksor
cangethelpfromabackuppersonanotherplancheckerifnecessary
Experiencehasshownthatwiththerightcombinationofstaffandrelatedskills
closeto90ofallpermitscanbeissuedoverthecounterThiswilleliminate
unnecessarypapertrailandrecordkeepingwhilegivingstafftimetoattendto
moremeaningfulandchallengingdutiesthatincludeemphasisoncustomer
serviceeducationandpublicrelations

ReclassifyoneortwoavailableclericalpositionstoPermitTechnicianstojoin
thecurrentthreePermitTechniciansasateamAssignateamleaderfromthis
groupMuchtrainingisnecessaryforthisgroupastheywillhavetobroaden
theiroverallknowledgeofthepermitprocessforalldepartmentsbeableto
answercustomerssimplequestionsinmanyareasandbeabletoperform
simpleresidentialplanreviewAstimeandbudgetallowsthistrainingshould
includebasicbuildingandmunicipalcodeknowledgeplanreviewandpermit
processingforalldivisionsandgeneralhousekeepingandfilingAdditionally
crosstrainingthisgroupwillallowthemtobeabletocoveroneanotherin
casesofvacationsleavesorabsencesThisteamwillberesponsibleforallthe
processingandcustomercontactsatthepermitcounterandwillworkunder
supervisionofthePermitCentercoordinator

Ensurethatthereisaweeklylistofallindividualsassignedtothecustomer
counterisavailabletothePermitCentercoordinatorAllassignedstaffand
theirbackupsshouldcarryapagerorcellphoneforthatdepartmentforquick
contactiftheyarenotattheirdeskorwithinimmediatereach

AssignultimateresponsibilityfortheoperationofthePermitCentertothe
BuildingOfficialAsakeymanagerheorsheshouldbeabletointeractwith
otherfellowmanagerstoensuretheoperationandassignmentofhighlytrained
individualstoservicethecounteroccursseamlessly

Setupweeklydivisionmanagersmeetingstodiscussthecurrentissues
coordinationeffortsforseamlessserviceaswellasotherimprovement
possibilitiesThemeetingsshouldconsistofmanagersandnotsubstitutesas
muchaspossibleandshouldincludetheBuildingOfficialPermitCenter
CoordinatornewpositionPlanningManagerPublicWorksrepresentative
EconomicDevelopmentManagerandtheFireMarshallManagersforother
permittingrelatedentitiessuchasHazMatandWaterPollutionshouldalso
attendastheymaybeneeded
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Forlargeorcomplicatedprojectsthebuildinginspectorwhoisassignedto
performtheinspectionsshouldalsoreviewtheplansasateameffortwiththe
plancheckersThiscanoccurbyallocatinganhourormoreofinspectorsdaily
timebeforegoingouttothefieldorafterhereturnsfromthefieldThelatter
hasseveralclearbenefitsFirsttheinspectorswillbefamiliarwiththeplans
anddonothavetorestudythemtoagreatextentafterthepermitisissued
Secondwhatispossiblymissedonplansmaybepickedupbyasecondsetof
eyesbeforeconstructionbeginsThirdtheprocesswillminimizethe
differencesofopinionanddifferingcodeinterpretationwhentheprojecthas
goneintoconstructionphaseFinallytheprocesswillbeagoodexercisein
codetrainingforallinvolvedPublicofteninterpretsfieldchangesrequiredby
inspectorsasbureaucraticredtapeleadingtoanundesirableimageoftheCity
whowantstopartnerwiththepublicTheinspectorslackofinitial
involvementinplancheckingmayalsocreateheavyrelianceontheplan
checkersworkandconcentrationofattentiontoonlywhatisspecifiedonthe
plansafterthepermitissuanceThesituationcantakeawayfromtheflexibility
neededtodealeffectivelywiththefieldissueswhichcanbeverydifferentIt
alsodoesnotencouragetheinspectortopresentvariouscodecomplyingoptions
availableforthecustomerwithouttimeconsumingconsultationswiththeoffice
staff

Thestructuralengineershouldbeavailabletothecounteratleasthalfadayfor
smalleroverthecounterplancheckssuchaspatiocoversstorageshedssmall
tenantimprovementsoronestoryresidentialadditions

PhysicalEnvironment

Agoodpermitcounterarearequiresfeaturesthatwillsupportasenseofcustomer
serviceandcomfortTheareahastobeaquietplaceisolatedfromtheclutterofwork
areasandnoisesproducedbyphonesorstaffconversationsComfortablechairsfor
boththecustomersandthestaffwillrelaxandconvincethecustomersthatthestaffhas

timeforthemandarepreparedtositdownandlistentotheirneedsandexchange
information

InHaywardintermsofconstructionandspacethecustomercounteratthePermit
CenterrivalsorissuperiortothebestinothercitiesintheBayAreaThereisample
roomforthepublicatthissitdowncounteraswellasthestaffwhoworkthereThis
istheareawhereacombinationofphysicalcomfortandcustomerserviceplayabig
roleintheCitysdesiredimageUnfortunatelypaperandplanpilestheequipment
placementandthefactthatthelowpartitionsallowcustomerstoseetheclutterin
combinationwithsomeofthestaffsowndisarrayisdetrimentalingainingcustomer
confidenceandrespect

TheCityHallareahousingtheDSDismodernandampleThebackareaofoffices
andcubiclesaresetupgenerouslywiththenecessaryequipmentfortheemployees
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Howeverthereareindicationsinbuildinginspectionareathatsomeofthegeneral
filingsystemshavefailedduetolackofattentionItisalsoimportanttosaythatthisis
notduetorecentactivitiesThisobservationwasmadeatthetimewhentheprevious
buildingofficialwasinchargeAsophisticateddocumentscanningimaginganddigital
filingsystempurchasedin20062007hasbeensittingidlewithoutsolidplanningas
howtoutilizeitorwhowillbeoperatingitTherearealsoareaswhereactiveornon
activeplanshavebeenpileduptoanalarminglevelmorelikelybecauseofunbalanced
workdistributionlackofcleardirectionandemployeesselfworkprioritization

Recommendations

IsolatestaffcubiclesbehindthepermitcounterfrompublicviewThiswilltake
awaythebureaucraticimpressionoftheorganizationandgivethecustomersa
senseofcalmnessandconfidence

Basedonthenewstaffconfigurationatthepermitcounterrearrangethearea
behindthecountertoaccommodatethestafffilesandequipment
Ensurethatthegreetingdeskusedasamainpointofcontactandstaffedwitha
knowledgeablepersonwhocanhandlethecaseordirecttrafficProvidethis
deskwithallthenecessarytoolsequipmentandhandoutsforquickresponseto
thecustomerwithouttheneedtositatthecustomercounterasoftenas
possible

ToolsOperationalProcess

ToolsForunknownreasonsthepreviousbuildingofficialdidnotfavorthepermit
trackingsystempurchasedfortheCityafewyearsagoThiswasveryevidentin
conversationswithherbeforesheretiredinlate2008Shehadadvocatedotherpermit
trackingsystemsformostofhertenurewiththeCityAsaresultspecificadjustments
andimprovementsnecessarytoadaptthetrackingsystemforpermittingprocessin
HaywarddidnottakeplaceInconversationswithInformationTechnologyitbecame
apparentthatthecurrentsystemiswellinparwithmostofthetrackingsystemonthe
markettodayThesoftwarecompanyhasbeenwillingtoimproveandenhancethe
trackingsystemtofittheCitysneedsItseemsthatthepreviousbuildingofficialdid
notallowthelattertooccursimplybecauseshepreferreddifferentpermittracking
softwareAtthistimeitisextremelydifficulttoextractdatafromthesystemSuch
dataisnecessarytosetbenchmarksandstartperformancemeasurementsina
meaningfulway

Anotherimportantissuethatdeservesdiscussioninthissectionisthelackofan
interactivevoiceresponsesystemIVRforreceivingandschedulingfieldinspections
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automaticallyLackingsuchsystemthemanualoperationwilltakeseveralhoursaday
tocompletebyanadministrativeclerkorapermittechnicianTheefficiencyofsuch
systemiswellworththeinvestmentItisbelievedthattheCitymaybeinstallingan
IVRsystemwithinafewmonths

ThePermitCenterhasonedotmatrixpermitprinterthatissetuptoprintallbuilding
permitsThisoutdatedequipmentisusedintenselyonadailybasisAttimeswith
multipledemandstheslowresponsefromthisprintercausesabottleneckAnyrepair
ormaintenancealsocausesthepermitissuingtasktostopcompletely

OperationalProcessThePermitCenteroperationalprocedureshavebeensetupwith
theintentionofprovidinggoodcustomerserviceaswellaspromotinginternal
accountabilityHoweverovertheyearsbecauseoflackofstrongcentralcontrolithas
becomesomewhatsegmentedEachentitythatisinvolvedinthepermitprocessinghas
takenadifferentapproachinrespondingtocustomerneedsAnoveralllackof
coordinationhasresultedinsomeprotectionismandselfpreservationforindividuals
andentitiesMultiplehandsignaturesstampingandcomputerentrieshavebecome
commonpracticeresultinginabureaucratictangleandconfusionforthestaffaswell
asthecustomersFollowingsaresomeexamples

oThepermitapplicationformsaresetupinawaythatthe
customershavetomanuallyentertheirinformationuptofour
timesTheapplicanthastoenterthisinformationforthe
buildingpermitintwoplacesiftheowneristheapplicantand
thenonthesubpermitapplicationTheyoftenhavetofillout
anownerbuilderformaswell

oSomeinformationthathasbeenenteredinthepermittracking
systemismanuallyenteredbackonthepermitapplication

oRevenueFinancedepartmentinformationsystemisnot
connectedtothepermittrackingsystemcausingdoubleentries
ofbuildingcontractorinformationAllcontractorswhotake
outabuildingpermitalsoarerequiredtohaveabusiness

licenseAtthistimecustomersmustpaytheirfeesatthe
revenueofficewhichisnotwithinthePermitCenter

oApplicationprocessandobtainingapermitforaSignis
complicatedTherearetwosetsofapplicationsoneforPlanning
andoneforBuildingAdditionalapplicationisaddedifan
electricalsubpermitisrequired

oThepermittrackingsystemisnotsetupforquickoverthe
counterpermitissuanceThereareunnecessarystepsthathave
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Recommendations

MeasurementsPerformanceobjectives

tobetakensuchasdeletingroutinglinesonthepermitscreens
thatwastetime

oStaffproducestworeceiptsforthecustomerwhenaplanis
submittedOneisfortheplanreviewdepositandtheother
specifiesaresponsedatebytheCity

oAlthoughsomeCityentitiesacceptcreditcardsforpayments

thePermitCenterhasnotbeensetupforthesameOtherthan
faxedinpermitscustomershavetopayattheRevenueoffice

oSincetheintroductionofthenewfeeschedulein2008thefee
calculationhasbecomemoredifficultThesecalculationsare

notyetfullyautomatedanddonotcoverallpossiblecasesAs
aresultsomefeeshavetobecalculatedandenteredmanually

Projectplandistributionisalsosetuptoprovideanorderlyplanreviewprocesswith
specifictimelinesforeachprojectOvertimemostofthisprocesshasbeenhanded
downtothepermittechnicianstoperformThetechniciansreceiveplanslogthemin
thepermittrackingsystemdistributetheplansanddocumentsamongthevarious
groupsandarechargedtokeeptrackofthedeadlinesforresponsesThisisallin
additiontotheirotherdutiesatthepermitcounterTherearenospecificproceduresin
placetoseparatetheseplansbasedontheircomplexityorinregardstowhetherthey
canbereviewedoverthecounterwithsomeextraeffortLackofaknowledgeable
supervisortomakesuchdecisionsatthePermitCentercontributestoinefficiencyand
customerfrustrationPilesofnewplansatthecounterareaandatthetechnicians
cubiclesareanindicationthatthethreetechniciansarefarstretchedwiththeirassigned
work

Thepermittingproceduresformsandequipmentneedtobeevaluatedindetail
andrevisedentirelyThisconsultantsuggeststhatafocusgroupconsistingof
variousPermitCentercustomersandkeystafffromalldepartmentsbesetupto
evaluateandfindwaystostreamlinetheoperationbystudyingandtailoringthe
successfulmodelsfromotherBayAreacitiesMorelikelythiswillbeoneof
themostdifficulttasksfacingHaywardaschangeswillrequirepatiencestaff
trainingcomputersoftwaremodificationsandclosecooperationamong
departments
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TherearelimitedPerformanceObjectivessetforthePermitCentersuchasturnaround
timesforplanreviewThemeasurementsreportingsystemhoweverisnotclearly
definedandthisconsultantdidnotlocateacomprehensiveanduniversalperformance
measurementsystemthatwasrelatedtothePermitCenteractivitiessharedinall
divisionsordepartmentsThePermittrackingsystemcurrentlyisnotsetuptoprovide
quickaccesstonumbersortrendsthatcanbeexaminedondemandformanagement
purposesClearandconsistentdataisdifficulttoextract

ForexamplethePermitCenterhasestablishedinternaltimelinesforBuildingplan
reviewHoweverthesetimelinesarenotpublishedtotheDepartmentswebsiteor
usedasperformancemeasurementguidelinesonaregularbasis

TheprojectteamanalyzedasampleofEdenplanreviewrecordsforfiscalyear2008
09yeartodateThefollowingtablepresentsBestPracticestargetreviewtimelines
withacomparisonofHaywardsestablishedtargettimelinesaswellasperformance
againsttimelinesSufficientdatawasobtainedfromtheserecordstoshow

oThePermitCentersestablishedreviewtimelinetargetsarelongerthanBest
ManagementPracticesaroundthecountry

oThePermitCenterisonaveragenotmeetingtheirownestablished
timelinesnorthetimelinesofBestManagementPractices

oThePermitCenterisperformingaccordingtoBestManagementPractices
withregardstothenumberofsubmittalsrequiredtoachieveapprovalOn
averagenotmorethan2submittalreviewsarerequired
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TypeofSubmittal

Hayward
EstablishedTarget

Timeline

BestPractices

TargetTimeline

BuildingDivision
Performance

AgainstBest
Practice

BasicnonstructuralResAlteration

andImprovementsSingleTrade
MPEonlypermits

OvertheCounterfor
smallexterior

residential

improvementsand
bathroomandkitchen

remodels

OvertheCounterfor

alldepartments

Planreview

completedinunder2
hours

Insufficientdata

existedinthepermit
sampletoevaluate
timelinesforover

thecounterpermits

Residential

Accessoryand
RemodelProjects
12days1
Submittal

9Days2
Submittal

Averagenumberof
submittals1

ResidentialAlterationsand

Additions
10days 5daysincludingall

reviewing
departments

145days1s
Submittal

9days2ndSubmittal

Averagenumberof
submittals1

CommercialTenantImprovements 15DaysMajor
10DaysMinor

7daysforall
reviewing
departments

Dependingonscope
ofproject
13517Days1st
submittal

510days2
Submittal

Averagenumberof
submittals15

ResidentialNew 25Days 15daysincludingall
reviewing
departments

30DaysI
submittal

175Days2a
Submittal

9Days3r
Submittal

Averagenumberof
submittals15

CommercialIndustrialNew 25Days 15daysincludingall
reviewing
departments

155Days1
submittal

165Days2
Submittal

Averagenumberof
submittals2
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TypeofSubmittal

BestPractices

TargetTimeline Building Planning Engineering

BasicnonstructuralRes

AlterationandImprovements
SingleTradeMPEonly
permits

OvertheCounter
forall

departments

Planreview

completedin
under2hours

Insufficientdata

existedinthe

permitsampleto
evaluatetimelines

foroverthe

counterpermits

Residential

Accessoryand
Remodel

Projects

7days

Insufficientdata

existedinthe

permitsampleto
evaluatetimelines
foroverthe

counterpermits

Residential

Accessoryand
Remodel

Projects

55days

Insufficientdata

existedinthe

permitsampleto
evaluatetimelines

foroverthe

counterpermits

Residential

Accessoryand
RemodelProjects

6days

ResidentialAlterationsand

Additions
5daysincluding
allreviewing
departments

45days 5days 13days

CommercialTenant

Improvements
7daysforall
reviewing
departments

Dependingon
projectscope

68days

Dependingon
projectscope

620days

Dependingon
projectscope

1121days

ResidentialNew 15daysincluding
allreviewing
departments

20Days 27Days 21Days

CommercialIndustrialNew 15daysincluding
allreviewing
departments

14Days 11Days 11Days

TheDivisiondoesnotmeetBestPracticestargetreviewtimelinesforinitialplan
reviewsubmittalsexceptforinthecaseofnewcommercialandindustrialoccupancies
Theprojectteamnotedanumberofissueswithreviewtimelinestrackedforindividual
departmentsinthereviewprocess

oAprojectmaysitintheintakebinforbetween1and7daysdependingon
thetypeofprojectsubmittedInadditionaprojectsitsbetween1and3
daysonthebackendofafirstsubmittalwhenthepunchlistisdeveloped
fortheapplicant

oOnaveragetheBuildingPlanningandEngineeringDepartmentsrequire
longerreviewtimesthannecessaryformostprojectsThefollowingTable
showsfirstsubmittalreviewtimelinesthesedepartmentsbyprojecttype

InallcasesexceptforNewCommercialandIndustriaprojectsandResidential
RemodelandAccessoryImprovementsBuildingperformsclosesttoBestManagement
PracticestargetsPlanningandEngineeringhoweverappeartofunctionasa
bottleneckintheprocessforCommercialTenantImprovementsResidential
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AlterationsandAdditions

ThePermitCenteroperationalgoalsaswellasthedepartmentalgoalsshouldbewell
definedandmeasuredHavingusefulinformationtomanagethePermitCenter
requiresenhancedtrackingsoftwareSuchsoftwareshouldbeabletoproduce
immediateandperiodicreportsthataredirectlyfedtotheperformancemanagement
systemWithastreamlinedpermittingprocessinplacemorerefinedflowchartsand
performancemeasurescanbesetupforeachdepartmentordivisiongivingthe
directorsandmanagersabetterpictureoftheirownactivitiesAtthesametimethe
objectivesmeasurementsandtimelinesmustbeuniversalsothattheprocessand
ultimatelythecustomerwillnotbeadverselyaffected

Recommendations

Obtainperformancemeasurementmodelssuchasthoseusedincitiesof
ConcordandSunnyvaleAdjustormodifythesemeasurementsbasedonthe
goalssetbyCitymanagementSomeexamplesareasfollows

oNumberofbuildingpermitsissued
oPercentageofoverthecounterpermitsissuedrelativetothetotal

numberofpermits
oNumberofplanreviewsdonewithinthepromisedtimeframe
oNumberofrechecksdonewithinthepromisedtimeframe
oRevenuegoalsandprojectionsaccuracy
oTheresponsetimeinperforminganinspection
oThetotalnumberofinspectionsperformedinaspecifictime

period
oCustomersatisfactionsurveyresultsforbothplanreviewand

inspectionservices
oNumberofinquiriesinpersonbyphoneorthroughinternet

respondedbyeachstaff

EstablishabaseyearForthishypotheticalbaseyearextractthebestpossible
activityinformationofthreesignificantbutnotnecessarilyconsecutivepast
yearsActivityaveragesforthesethreeyearsshouldprovidetheinitial
benchmarknumbersforthePermitCenterandforeachdepartment

Addtooradjustperformancemeasureseachyearbasedonnewpermitactivity
information

Adjustthebaseyearbenchmarksnumbersinthefuturebyincludingtheactivity
averagesforthenextthreeyears

PublishthePermitCentersestablishedreviewtimelinesforplancheckonthe
Cityswebsite
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Theyearlymanagementreportforeachdepartmentanddivisionshouldinclude
thecomputerreportedperformanceinformationaswellasitsactivitylevels
comparedtothebaseyearbenchmarks

EstablishanappropriateincentiveforstaffforadheringtoreviewtimelinesIn
caseswherethetimelinesaremissedCitymaywanttocompensatethe
customersbyinnovativemeanssuchas

RevenuesandExpenditure

Itisveryimportantandnecessarythatbuildingconstructionactivityandtrendsbe
trackedExperiencehasshownthatmonitoringconstructionactivityrevenuesand
expenditureswillprovideavaluablebasisforfutureprojectionsaswellrevealingthe
effectsofvariationsuchasnewfeesstructureoroperationalcosts

Recommendations

oRefundingfullorpartialplanreviewfees
oProvidingapriorityrecheckontheirproject
oPerformingoneormorepriorityinspectionssamedayasrequested

Createandmaintainchartssuchasshownbelowforallthemajorindicatorsas
preferredbytheCitymanagement
Usethesecharttoperformquarterlyyearlyandmultiyearprojections

450000000

400000000

350000000

300000000
250000000

200000000

150000000

100000000

50000000

0

TOTALCONSTRUCTIONVALUATION

2004200520052006200620072007200820082009

Asof5312009

14



5000000

4500000

4000000

3500000

3000000

2500000

2000000

1500000

1000000

500000

0

REVENUESANDEXPENDITURES

2004200520052006200620072007200820082009

BestPractices

Overtheyearsmanymunicipalitiesandprivateorganizationhaveestablishedvarious
bestpracticesmodelsfortheirspecificrequirementsMostofsuchpracticesarebased
onachievingspecificgoalsandresultsdesiredbytheorganizationPotentialtax
dollarsjobsandprosperityaresomeofthereasonsforextremecompetitionamongthe
BayAreacitiesforattractingandretainingsuccessfulbusinessesThekeytobeahead
ofthiscompetitionistoprovidethenecessaryservicesandtheenvironmentdesiredby
allandinparticularbusinesscustomersFollowingaresomebasicstepsthatacitycan
taketoimproveitsoddsanditsimagegreatlyasacustomerfriendlyorganization

TimeReductionintheregulatoryreviewandprocessingtimebenefits
everyonegreatlyInbusinesstimeismoneyCustomersexternalorinternal
shouldbeabletogetthebestpossibleserviceintheleastamountoftime
TimetomarketisofgreatimportanceformanyBayAreacompaniesFor
exampledelaysinintroductionofaproducttomarketmaymeanlosingmarket
sharetoothercompetitorsLosingsuchopportunitiesmaymeandisasterfor
somecompaniesForhomeownerstimehasabigimpactasmanyarenot
preparedtoabsorbthecostsassociatedwithpermittingandconstructiondelays
fortheirprojectsSmallbusinessessuchasroofingcompanieswhooperateon
thinmarginswouldratherspendthetimedoingtheactualworkthanwaitingfor
unnecessarypaperworkOntheotherhandprocessingthemajorityofpermits
overthecounterwillreducepapertrailandstafftimespentontracking

SeamlessnessBeingseamlessinprovidingservicesmeansthecustomershould
beabletogetallhisvariousquestionsansweredwithinhiscontactwiththe
PermitCenter
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PartnershipCollaboratingwithhomeownersandbusinessesinorderto
achievethebestresultsfortheirprojectsThismeansstaffbecomingahelpful
partofthedesignandconstructionteamintheircapacityasplannersplan
checkersandinspectors

PromptnessProvidingadefinitetimelinetothecustomersforCityreviewson
allprojectslargeorsmallinaccordancetothesizeandcomplexity

CommunicationCommunicatingtheCityrequirementsasearlyaspossible

AccurateInformationHavingavailablestaffwithahighknowledgebasefor
quickdecisionsatthecustomercounter

StreamliningTakingawaytheunnecessarystepsthatmakepermittingprocess
complicatedorcumbersome

ConsistencyBeingconsistentandfairininterpretationandapplicationof
codes

InternalCoordinationImprovingcoordinationamongdivisionsinvolvedin
thePermitCenteroperations

ProblemManagementHavingaprocessforpreventiveandspecificproblem
managementalongwithteachingandempoweringstafftousecreativeproblem
solving

UsefulHandoutsProvidingsimplifiedandeasytounderstandinformation
packagesforthecustomers

FeedbackSettingupamechanismforcustomerfeedbackbyhandingout
surveyformsandconductingfacetofaceinterviewswhilethecustomerisdoing
businessatthePermitCenterItisnotablethatsofarin2009twoscheduled
andintenselyadvertisedcustomerfeedbackforumshaveproducedlittleorno
participationfromthepublic
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SITEADDRESS

DETAILEDDESCRIPTIONOFWORKPleasePrintClearly

FAXif

MAILINGADDRESS EMAILADDRESS

CITYSTATEZIP

1certifythatIhavereadthlsapplicationandstatethattheaboveInformationIs
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HEATINGSYSTEMS QUANTITY

Furnace

WallFurnace

DuctSystem
Boilerto399KBTU
Boilerover399KBTU

HeatPump
Chimney

Dishwasher
SolarHeatingsystem

1stWaterHeaterwgasvent

GasLog

AdditionalWH

Applianceventonly

TPRValveonly

HydronicHeating

GasVentOnly

FireSmokedamper

GarbageDisposal

COOLINGSYSTEMS QUANTITY

EvaporativeCooler
ACupto100kBTU
ACover100kBTU
HeatPump
RegistersDiffusers
FireSmokedamper
Refrigerationsystem
WalkinRefCoil
Condensatedrain

LightFixtures

Chiller

Outlets

EXHAUSTVENTSYSTEMSQUANTITY
AHUto10KCFM

IndWastePreTreatment

SandGreaseorClarifier

AHUover101CFM

GraywaterSystem

ExhaustHoodRes

GASPIPING QUANTITY

BathroomVent

Installorreplace
Motor10HP

MoistureExhaust

clothesdryer

Generator

Type1Hood

Transformer020kVA

Type2Hood

Transformer20kVA

MakeupAirSystem

LightingStandard

Incinerator

Ductworkonly

Waterpipinginside

IndFumehoods

WaterService

ThermalOxidizers

Irrigationsystem

AirTreatmentsys

WASTEPIPING QUANTITY

ElectrostaticFilters

GASPIPINGforMECHANICAL

WORK QUANTITY

050feet

Sewerlatonsite

51100

Backflowpreventer

101150

INDPROCESSPIPINGQUANTITY

151200

Over200

501andover

FIXTURES QUANTITY

Bathtub

DrinkingFountain
Shower

Sinkskitchenbath
servicebar
Urinal

WaterCloset

EQUIPMENT QUANTITY

Dishwasher 201300AmpCircuit

1stWaterHeaterwgasvent 301400AmpCircuit

AdditionalWH
Additional100Ampsover400

TPRValveonly
SERVICESPANELS QUANTITY

GasVentOnly

GarbageDisposal
GasRange
WashingMachine

GasClothesDryer

GreaseInterceptor
GreaseTrap
SewerEjector
MedicalGas

MedicalPump
SolarWatersystem

LightFixtures

Boilerto399kBTUs

Outlets

Boilerover399kBTUs

Switches

IndWastePreTreatment

SandGreaseorClarifier

MultioutletStrips
PerLinearfoot

GraywaterSystem

MOTORSEQUIPMENT QUANTITY

GASPIPING QUANTITY

MeterresetTest

Installorreplace
Motor10HP

050feet

Generator

51100

Transformer020kVA

101150

Transformer20kVA

151200

LightingStandard

Over200

WATERPIPING QUANTITY

Waterpipinginside
WaterService

Irrigationsystem

WASTEPIPING QUANTITY

Drainwasteandvent

RoofDrainrainwater
Sewerlatonsite

Backflowpreventer

INDPROCESSPIPINGQUANTITY
Upto250ft

250500ft

501andover

CIRCUITS QUANTITY

Includeseverythingaddedtocircuit

120AmpCircuit

30AmpCircuit
40AmpCircuit

50AmpCircuit
70AmpCircuit
100AmpCircuit
101200AmpCircuit
201300AmpCircuit

301400AmpCircuit
Additional100Ampsover400

SERVICESPANELS QUANTITY

Service600volts

First100amps
Service600volts

EachAddI100Amps
Service600volts

First200kVA

Service600volts

Over200kVA

Service600volts
EachAdd1Meter

ResetMeter

TemporaryService
TemporaryPowerPole
GroundingElectrode
ADDITIONSTOEXISTING

CIRCUITS QUANTITY

LightFixtures
Outlets

Switches

MultioutletStrips
PerLinearfoot
MOTORSEQUIPMENT QUANTITY

Installorreplace
motor10HP

Installorreplace
Motor10HP

Generator

Transformer020kVA

Transformer20kVA

LightingStandard

SUBPERMITAPPLICATIONONLYFORPROJECTSWITHOUTNEWSQUAREFOOTAGE
PLUMB MECHANICAL ELECTRICAL

MISCPERMITS

ChangeofContractor
OneTimeInspection



PatioCovers

CityofHaywardDevelopmentServicesDepartment

PERMITREQUIREMENTS

AbuildingpermitisrequiredfortheinstallationofapatiocoverorapatioenclosureApatiocoverdoesnothave
wallsandisusuallybuiltwithstandardlumberPatioenclosureshavewallsbutarestillconsideredasoutdoor
space

FEES

PatioCoverPermit234

Patioenclosurepermit490

Pagelof

2010Update

NOTEAdditionaladministrativefeesapplytoallpermits

PERMITREQUIREMENTS
AbuildingpermitisrequiredforpatiocoverinstallationApatiocoverdoesnothavewallsandisusuallybuiltwith
standardlumber

PLANNINGREVIEW

BeforeapatiocoverorenclosureprojectcanbeapprovedtheCityofHaywardPlanningDivisionmust
reviewthesizeandlocationoftheproposedstructureforcompliancewithsetbackandsizelimitations
Thiscanbeverifiedbybringingasketchoftheproposedstructuretothepermitcenterthatclearlyshows
thesizeandlocationofthestructurerelativetothepropertylines

DRAWINGS

Oncetheplanningdepartmenthasgivenanapprovalfortheplacementofthestructurethefollowing
drawingsarerequiredinordertoobtainabuildingpermit

Asiteplandrawntoscalethatshowstheexistingpropertylinesexistinghouselocationand
sizeofproposedpatiocoveranddimensions

AsectionshowingtheattachmentdetailsslopeofroofandfoundationFlashingroofing
materialsconnectionhardwareandlumbergradesmustbeindicated

Aframingplanindicatingthesizeandspacingoflumber

SeeReverseforsampledrawingsandbasiccoderequirements

PATIOENCLOSURECHECKLISTadditionalcoderequirementsforpatioenclosuresonly

Patioenclosuremustbenomorethan12tallandasinglestory
Thepatioenclosuremustnotbeputinfrontofabedroomegresswindow

Thelongestwallandoneadditionalwallofthepatioenclosuremustbeatleast65openinthe
area68abovethegroundTheopeningscanbescreensacrylicpanelsnotmorethan18
thickorglass

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Websltewwwhaywardcagov
AarmltCantorHnnrcMnndavThurcdnuRpr1cnnritlauAginWinn



GlasswillneedtomeetsafetyglazingrequirementsasindicatedinCh24ofthe2007CBC

SITEPLAN

EXISTINGHOUSE

SECTION

EXISTINGHOUSE

74

PROVIDE

ATTACHMENTDETAIL

FORCONNECTIONTO
EXISTINGDWELLING

SHOWLEDGERAND

INDICATEMINWX5

LAGBOLTSATEACH
STUD

CLEARLYSHOWPROPOSED

PATIOCOVERORENCLOSURE

ONDRAWINGS

14PROPERTYLINE

INDICATEDIMENSIONSTO

PROPERTYLINEFROMALL
SIDESOFPROPOSED

STRUCTURE

INDICATESIZEANDSPACING

OFFRAMINGMEMBERS

SPECIFYFRAMING

HARDWAREFORPOSTCAP

ANDPOSTBASE

Page2of2

INDICATEROOFINGMATERIAL
SHEATHINGANDFLASHING

NOTEALLLUMBERMUST

BEFULLYPAINTED
PRESSURETREATEDOR

REDWOOD

MAINTAINMIN1AIRGAP

BETWEENPOSTBASEAND

CONCRETE

PROVIDEMIN12X12PAD

FOOTINGORCONTINUOUS

FOOTINGWITH4REBARTOP

ANDBOTTOM

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Webanewwwhaywardcagov
PnrmtfrnmarHnnrcNAAndmT6urcdavAnn5nnPrldsrennNnnn



WindowReplacement
CityofHaywardDevelopmentServicesDepartment

PERMITREQUIREMENTS

ReplacingoraddingnewwindowsslidingglassdoorsorskylightsrequiresabuildingpermitBroken
windowglasscanberepairedinanyofthesewithoutapermitiftheexistingsashandframestayinplace

FEES

Firstwindowonpropertyalsoappliestoslidingglassdoorsandskylights106
EachAdditionalwindowonsite25

NoteAdditionaladministrativefeesapplyforallpermits

RETROFITWINDOWS

AretrofitwindowreplacestheglazingandthesashbutleavestheexistingframeinplaceRetrofit
windowsdonotneedtomeettheexactdimensionalrequirementsforegressbuttheywillneedto

meettheminimumenergycoderequirementsRetrofitwindowsmuststayinthesameformatasthe
originalPorexampleiftheexistingwindowwasslidertheretrofitwindowwillneedtobeaslideralso

ENERGYCODEREQUIREMENTS

BothnewandretrofitwindowsneedtomeettheminimumefficiencyrequirementssetbytheCalifornia
EnergyCodeNewwindowsslidingglassdoorsandskylightsneedtohaveaMaximumUFactorof40

alowufactormeansthewindowhasahigherinsulationvalue

SAFTEYGLAZINGREQUIREMENTS

Windowsinstalledwithin2ofdoorswithin18ofwalkingsurfacesandwithinstairwaysarerequiredto
betemperedWindowswithintuborshowerenclosuresthatarepositionedLessthan5abovedrainmust
alsobetempered

WINDOWSECURITYBARS

Windowbarscannotbeinstalledoverbedroomegresswindowsunlesstheycanbeopenedfromtheinside
withouteffortorspecialknowledgeInstallingsecuritybarsonabedroomegresswindowtriggersthe
requirementtoinstallsmokedetectorsinallbedroomsandhallwaysleadingtobedroomsiftheyarenot
alreadythereSee2007CaliforniaBuildingCode10264

ADDINGNEWSLDINGGLASSDOORS

Whenaddingaslidingglassdoorinalocationwheretherewasnotonebeforealandingmayneedtobe
installedtocompletetheprojectAlldoorsmusthavealandingthatisaswideasthedooropeningandat
least3feetdeepinthedirectionoftravelThestepfromtheinsideofthehousedowntothelandingandall
otherstepsshallnotbemorethan775highAnystepsdownfromthelandingshallhavearunofatleast
10

HaywardCityHall7778StreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon
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LIGHTANDVENTILATIONREQUIREMENTS

WindowsarerequiredtoprovidelightandnaturalventilationtohabitableroomsofadwellingThe
amountofwindowventilationshallbe4ofthefloorareaforthespecificroomTheminimumglazed
areashallnotbelessthan8ofthefloorareafornaturallighting

EGRESSWINDOWREQUIREMENTS

TheCaliforniaBuildingCoderequiresthatbedroomshaveameansofescapeandrescueThiscanbe
accomplishedwithadoorfromthebedroomtotheoutsideorthroughawindowIfabedroomdoesnot
haveadoordirectlytotheoutsidethenatleastonewindowintheroommustmeetspecificdimensional
requirementsforegress

ATLEASTONEWINDOWINEACH

BEDROOMMUSTMEETTHE

FOLLOWINGREQUIREMENTS

MINIMUMWIDTHOFOPENING20

MINIMUMHEIGHTOFOPENING24

MAXIMUMHEIGHTTOSILL44

MINIMUMCLEAROPENABLESIZEON

THEFIRSTFLOOR5squarefeet

MINIMUMCLEAROPENABLESIZEON

FLOORSABOVETHEFIRSTFLOOR

57squarefeet

Min

Clear

Width

44MAXI

24

Min

Clear

Height

INTERIORFLOORLEVEL

5squarefeet
Mincleararea

firstfloor57
atupperfloors

UMTOWINDOWSILL

Example

A20widecasementwindowthatis24

tallhasanetopenareaof33squarefeet
Thiswillnotworkforafirstorsecondfloor

egresswindowAlthoughItmeetsthesize
requirementsforwidthandheightitdoes
notmeettheopenarearequirement

A20widecasementwindowlocatedon

thefirstfloorwouldneedtobeatleast

36inchestalltomeettheopenarea
requirement20x36r720square
InchesToconvertsquareinchesto
squarefeetdivideby1447201445
Thewindowisok

Makesuretochecktheopenablepartof
thewindowfortheminimumareasIfa

windowhasfixedpanelstheycantbe
countedinthecalculation

HaywardCIyHall777BStreetHaywardCA945415007Phone5105834140Websltewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon



TenantImprovements

CityofHaywardDevelopmentServicesDepartment

SUBMITTALCHECKLIST

PRELIMINARYREVIEW

BeforepreparingplansforatenantimprovementitisnecessarytodiscusstheprojectwithaCityof
HaywardplannertoensuretheproposedchangestothebuildingwillcomplywiththeZoningOrdinance
parkingrequirementsandlandscapedesignguidelinesPreliminarymeetingsarefreeofchargeandcanbe
doneatthepermitcentercounterwithoutanappointment

PERMITAPPLICATIONS

Tenantimprovementprojectsrequireasetofplansthatfullydocumentboththecondition
oftheexistingspaceandtheproposedchanges
Tenantimprovementdrawingsmustbepreparedbyalicensedarchitectorengineerifthe
proposedworkaltersthestructuralsystemorthemeansofegress

24x36MINIMUMDRAWINGSIZE

AlldrawingsinthesetmustbethesamesizeAlldrawingsmustbetoscaleandinclude
dimensions

TITLESHEET

Includecompletedescriptionofworksheetindexapplicablecodesdesignerscontactinformation
andprojectlocationmapIncludethesquarefootageoftheexistingbuildingthesquarefootage
ofthetenantimprovementareatheoccupancyclassificationsandoccupantload

SITEPLAN

IndicatethelocationofbuildingonpropertyShowdimensionstoadjacentbuildingsandproperty
linesShowwheelchairaccessibleparkingstallsandaccessibleroutetoentranceoftenantspace
Indicatelocationoftrashenclosuresorwastestorageareasontheplans

EXISTINGPROPOSEDFLOORPLANS

ClearlyindicateonthedrawingswhatisexistingandwhatisnewLabelallnewandexistingitems
ontheplansAddroofplansreflectedceilingplansandsectionsasneededtoaccuratelydescribe
thefullscopeofwork

PLUMBINGMECHANICALELECTRIACALDRAWINGS

ProvideelectricalpanelscheduleandsinglelinediagramsIncludegaswasteandventpiping
diagramstoverifycompliancewithsizingrequirementsIndicatelocationofHVACunitsonthe
roofplanShowthelocationofnewandexistingregistersShowallnewexistingandrelocated
lighting

T24ENERGYREPORT

AT24EnergyReportisrequiredforprojectsthatinvolvenewlightingnewmechanicalsystemsor
newlyconditionedspacespacesthatareheatedorcooledforthefirsttimeTheT24reportshall
beincorporatedinthesetinadditiontobeingsubmittedseparatelyonatleasttwo85x11
bookletsHaywardislocatedinclimatezone3

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon
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CONSTRUCTIONDETAILS

Providedetailsforallconstructionelementsthatwillbeaddedoralteredwaterproofingwall
assembliesandfoundationsProvideaccessibilitydetailsforrestroomdimensionsparkingstalls
rampsanddoorclearances

STRUCTURALCALCULATIONS

StructuralcalculationspreparedbyanengineerlicensedinCaliforniaarerequiredforthe
installationofallequipmentweighing400poundsormoreBeamschangestothelateral
resistanceofabuildingretainingwallsfences6feettallormoreandstoragerackswillalsorequire
calculationsThreesetsofsignedandstampedcalculationsarerequiredatthetimeofsubmittal
Seetheendofthishandoutforlocaldesigncriteria

TRASHENCLOSUREDEBRISRECYCLINGSTATMENT

TheCityofHaywardwillreviewallprojectswithavaluationover75000forcompliancewithtrash
enclosurerequirementsandconstructionwastediversionsrequirementsIndicateallexistingor
proposedtrashenclosuresontheplans

5SETSOFPLANSVerifyexactnumberofsetswithPermitTechnician
Somelargetenantimprovementprojectswillrequireupto9setsofplansforreviewwhilesome
smallprojectsmayrequireonly3setsVerifytheexactnumberofplansrequiredbasedonthe
scopeofworkcontactaCityofHaywardPermitTechnicianpriortosubmittal

FULLSCOPEOFWORKSUBMITTEDATONCEDEFERREDSUBMITTALSARENOT
ALLOWED

ThesetofdrawingsmustbecompleteatthetimeofsubmittalDeferredsubmittalsarenot
allowedforPMEdrawingsOnlysprinklerssystemswhichareunderseparatepermitsissuedby
theFirePreventionofficemaybedeferred

DISABLEDACCESSREQUIREMENTS

Anytenantimprovementthatrequiresabuildingpermitwiththeexceptionofreroofing
mechanicalplumbingorelectricalrepairstriggerstherequirementintheCalifornia
BuildingCodeforpartialorcompleteaccessibilityupgradesdependingonthecostofwork
Projectswithavaluationofmore128410for2010willrequirecompleteaccessibility
complianceProjectswithavaluationlowerthanthethresholdamountwillneedtospend
atleast20oftheprojectcostonaccessibilityupgradesiftherestroomspathoftravel
parkingorentrancedonotalreadyfullycomply

Carefullyreviewtherequirementsin2007CBCCh11Bforcompliance

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon
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ENERGY

Tenantimprovementsthatare1000squarefeetormoreandincludenewlightingaresubjecttowattage
restrictionsThelightingpowerdensityvaluesshallbe15lowerthantheallowedwattagesetbytheEnergy
CommissionT24forAreaCategoryMethod
Asanalternativetheenergybudgetforthebuildingshallbe5belowthelimitsetbytheperformance
method

INDOORWATERUSEEFFICIENCY

AnynewlyInstalledorreplacedplumbingfixturesmustmeetthe
followingspecifications
Toilets 128gallonsperflushorless
Urinals 05gallonsperflushorless
BathroomFaucets 05gallonsperminuteorless
KitchenFaucets 22gallonsperminuteorless

LOCALREQUIREMENTSandORDINANCES
ThefollowingarespecialordinancesthatarespecifictoHaywardrelatedtobuildingconstruction

NOPLASTICPIPING

TheCityofHaywardProhibitstheuseofplasticpipingforgaswatersupplywaste
and

HAYWARDGREENBUILDINGWATEREFFICIENCYORDINANCE

BAYAREAAIRQUALITYMANAGEMENTDISTRICT
ThedemolitionofloadsupportingexteriorwallsrequiresthepermitapplicanttoobtainaJ
NumberfromtheBayAreaAirQualityManagementDistrictBAAQMDTodetermineif
yourprojectwillrequireaJNumbercontacttheBAAQMDat4157494762
DemolitionpermitswillnotbeissuedbytheCityofHaywardwithoutaJNumberorletter
indicatingthattheprojectisexempt

BringaJNumberornoticeofexemptionfortheproposeddemolitionattimeof
submittal

FOODRELATEDPROJECTS

Tenantimprovementsthatincludepublicfoodserviceasacomponentoftheprojectbanquet
facilitiesrestaurantscafesandfoodprocessingfacilitiesmustbeinforreviewbythe
AlamedaCountyHealthDepartmentbeforetheCityofHaywardwillreviewtheplansFor
moreinformationcontacttheAlamedaCountyDepartmentofEnvironmentalHealth
5105676700

BringareceiptfromtheHealthDepartmentshowingthatdrawingsweresubmitted
forhealthdeptreviewtotheCityofHaywardwhensubmittingplansPlanswill
notbeacceptedwithoutthereceipt

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon
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BUILDINGPERMITFEES

PlanCheckfeedueatsubmittalInspectionfeedueatpermitissuance
Alltenantimprovementprojectsaresubjecttobothplancheckfeesand
inspectionfeesTogetanestimateofthetotalbuildingpermitfeescontactaCity
ofHaywardPermitTechnician5105834140Makesureyouhaveacomplete
descriptionofthescopeofworkandsquarefootagesinordertogetanaccurate
estimate

FIREDEPARTMENTHAZMATINSPECTIONFEESDueatpermitissuance
MosttenantimprovementswillrequireareviewbytheFirePreventionOfficeto
checkforsprinklerrequirementsorchangestoexistingsystemsSometenant
improvementsthatinvolvehazardousmaterialswillhavemoresignificantreviews
TodetermineifaFireDepartmentplancheckappliestoyourprojectortogetan
estimateonthefeesforthisreviewcontacttheHaywardFirePreventionOffice
at5105834920

bUTILITYCONNECTIONFEESWaterandSewerDuepriortofinalinspection
Ifatenantimprovementprojectinvolvestheadditionofanewsewerline
increasedwaterdemandorincreasedwastedischargeutilityfeesmayapplyTo
verifyiftheprojectwillbesubjecttoutilitiesfeescontactthe
PublicWorksDepartment5105834727

SUPPLEMENTALBUILDINGCONSTRUCTIONIMPROVEMENTTAX

Duepriortofinalinspection
Tenantimprovementprojectsbuiltwithinexistingshellbuildingsmaybesubject
tothesupplementaltaxbasedonachangeofuseForexampleifaportionofa
warehouseischangedtoofficethenthenewofficespacewillbesubjecttoaone
timetaxof156persquarefootIfanexistingofficeisbeingcompletelyremoved
andreplacedbyanewofficeconfigurationnosupplementaltaxisduesincethere
isnochangeofuse

SCHOOLDISTRICTFEESDueatpermitissuance
TheHaywardUnifiedSchoolDistrictcollectsaonetimetaxonnewsquarefootage
ofhabitablespaceManytenantimprovementsarenotsubjecttothistaxbecause
theconstructionusuallyremainswithintheexistingbuildinglimitsIfatenant
improvementinvolvesaddingnewsquarefootagetothebuildingschooldistrict
feesmayapplyToverifyifyourprojectwilloweschoolfeescontacttheHayward
UnifiedSchoolDistrict5107842600

PERMITFEESandTAXES

HaywardCityHall7778StreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon

Pageof



PROJECTAPPROVALTIMELINE

FIRSTSUBMITTALThereviewperiodforthefirstsubmittalis10businessdays

RESUBMITTALTheresubmittalreviewperiodis10businessdays

NOTELargeorextremelycomplextenantimprovementprojectsmaybeputintoa25day

initialreviewperiodwitha10dayturnaroundtimeforresubmittalsbasedonthe

determinationofthebuildingofficial

CODEASSISTANCEMEETINGS

ItisrecommendedthatcomplexprojectssuchasmanufacturingfacilitiesHoccupanciesorlarge
assemblyspacesundergoaCodeAssistanceMeetingpriortosubmittalCodeAssistancemeetingsare
coordinatedbytheFirePreventionOfficeFormoreinformationonhowtoscheduleacodeassistance
meetingortodetermineifitisrecommendedforyourprojectpleasecall5105834900

TECHINCALDESIGNCRITERIA

HaywardCityHall777BStreetHaywardCA945415007Phone5105834140Websitewwwhaywardcagov
PermitCenterHoursMondayThursday800500Friday800Noon
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SeismicTheCityofHaywardislocatedinSeismicDesignCategoriesDEorFdependingonthe
OccupancyCategory

WindNominalDesign3secondgust85mphExposureatthediscretionofthedesignengineerB
mostlyandCimmediateshoreline

RainRainfallis15inchperhourand263inchyearly

BuildingCodesWhenpreparingdrawingsandcalculationspleaserefertothelatesteditionsofthe
CaliforniaBuildingMechanicalPlumbingElectricalcodesandPart2and6oftheTitle24California
CodeofregulationsCaliforniaEnergyCode

ClimateZone3

CURRENTCODES2007CaliforniaBuildingMechanicalElectricalandPlumbingCodes

2008CaliforniaEnergyCode

AccessibilityValuationThresholdfor2010128410



SubmittalRequirements

ApplicationFee

CITYOF

HAYWARD
HEARTOFTHEBAY

DevelopmentApplicationInstructionsandChecklist
CityofHaywardPlanningDivision

777BStreetFirstFloorHaywardCA94541
5105834200Telephone5105833649Fax

AllapplicantsshouldconsultwithaPlannertodeterminewhichofthesesubmittalrequirements
willbeapplicableforthespecificprojectyouaresubmittingassomeoftherequirementsmay
notbenecessary

ApplicationFormmustbesignedbybothapplicantandpropertyowner

ApplicationChecklistthisform

RequiredFindings
Anexplanationofhoweachoftherequiredfindingsforyourparticularapplication
canbemadeSeehandoutforrequiredfindingsbasedonapplicationtype

PlansPreparedbyaqualifieddesignprofessional

SitePlanshouldbetoscale
oShowtheentirepropertyinvolvedincludingallpropertylines
oShowthelocationofallexistingandproposedstructuresincludingthose

toberemoved

oShowthedistancesbetweenexistingandproposedbuildingsandproperty
lines

oShowanyexistingandproposedeasements
oShowtheexistingandproposedparkingareas
oShowexistingandproposedlandscapeareas
oShowthelocationofexistingandproposedtreesandothernatural

featuresincludingcreeksearthquakefaulttraceslandslideareasetc
oShowlocationofexistingandproposedfencesandorretainingwalls
oShowthelocationanddimensionsofthetrashandrecyclingenclosures

ifapplicable
oShowthelocationofanysignagesuchasamonumentsignifapplicable
oShowthelocationanddimensionofallgroupandprivateopenspaceareas

multifamilyresidentialprojectsonly



FloorPlansshouldbedimensionedandtoscale
oShowallinteriorimprovements
oIndicateonthefloorplantheuseofeachroom
oIncludedimensionsofeachspaceincludingallparkingareas

ElevationDrawingsshouldbedimensionedandtoscale
oShowallexteriorbuildingelevationsieallsidesofeachstructure

includingbuildingheights
oShowallfencesandorwalls

oShowalltrashandrecyclingenclosuresifapplicable
oShowlocationandtypeofallexteriorlighting
oIndicatebuildingmaterialsandcolorscoloredelevationsareencouraged
oShowanyexteriorbuildingwallsignageifapplicable

LandscapeandIrrigationPlansgenerallyrequiredtobepreparedbyalicensed
LandscapeArchitectRefertotheArticle12oftheHaywardMunicipalCoderelatedto
theBayFriendlyWaterEfficientLandscapeOrdinanceandtheHayward
EnvironmentallyFriendlyLandscapeGuidelines

oShowlocationsofproposedplantstreesandgroundcovers
oProvideaplantlegendthatindicatesplantsbotanicalandcommonnames
oIndicatethequantitysizeandspacingofallplantmaterials
oShowandlabelallexistingtreestoberemovedorretained
oShowthelayoutoftheirrigationsystemincludingthewatermetermain

andlaterallinessprinklersbubblersdripemittersetc
oProvideasummarydatatableontheplansthatincludes1thetotal

landscapeareainsquarefeet2theprojecttypeienewrehabilitated
publicprivatehomeownerinstalledetcand3watersupplytypeie
potablerecycledwell

oWaterEfficientLandscapeWorksheetincludingthehydrozone
informationtableandwaterbudgetcalculations

GradingUtilityandDrainagePlans
oShowexistingandproposedgradescontoursforsteepslopesaretobe

drawnataminimumof2footintervals

oShowthedirectionofstormdrainagerunoffandtheexistingfacilitythat
willreceivetherunoff

oShowallproposedutilitiesincludingwaterconnectionssanitarysewer
stormlinesstreetandparkinglotlightingetc

Otheritemsasapplicable
SeePlannertodeterminewhatotheritemsmaybeapplicableforyourproject

MayincludeBusinessPlanGeotechnicalStudyTrafficStudyPhotosimulations
ArboristReportSoilManagementReportLightingPlanorotherinformationto
allowanenvironmentalimpactanalysis



CityofHayward
PlanningDivision

CITYOFHAYWARDPLANNINGDIVISION

SITEPLANREVIEW

Administrative StaffLevelDecision

WHENISASITEPLANREVIEWREQUIRED

SitePlanReviewisrequiredforallnewdevelopment
unlessthePlanningDirectordeterminesthatthe
developmentwouldnotnegativelyalterthe
appearanceandcharacterofthepropertyorareaor
maybeincompatiblewiththeCitypolicies
standardsandguidelines

WHATFINDINGSMUSTBEMADETO

APPROVE A SITE PLAN REVIEW

APPLICATION

ASitePlanReviewapplicationmaybeapprovedor
conditionallyapprovedwhenALLofthefollowing
fmdingsaremade

aThedevelopmentiscompatiblewithonsiteand
surroundingstructuresandusesandisan
attractiveadditiontotheCity

bThedevelopmenttakesintoconsideration
physicalandenvironmentalconstraints

cThedevelopmentcomplieswiththeintentof
Citydevelopmentpoliciesandregulationsand

dThedevelopmentwillbeoperatedinamanner
determinedtobeacceptableandcompatiblewith
thesurroundingdevelopment

WHATDOESITCOST

TheinitialdepositforaSitePlanReviewapplication
is2500Thedepositcoversstaffreviewofthe
applicationandpreparationoffindingsand
conditionsofapprovalAdditionaldepositsmaybe
requiredforcomplicatedprojects

httpwwwhayward
cagovdepartmentsfinancedocumentsMasterFee20
10pdf

777BStreetHaywardCA94641
wwwhaywardcagov

PrintedonRecycledPaper

WHATMATERIALSDOISUBMIT

RefertotheDevelopmentApplicationInstructions
andChecklistavailableinthePermitCenteroron

theCityofHaywardwebsitewithintheDevelopment
ServicesDepartmentwhichcanbefoundbyclicking
onDEPARTMENTSonthelefthandsideofthe

Cityshomepageatwwwhaywardcagov

httpwwwhayward
cagovdepartmentsceddocumentsplanningDevelo
pmentApplicationInstructionspdf

AllapplicantsshouldconsultwithaPlannerto
determinewhichofthesesubmittalrequirements
willbeapplicableforthespecificprojectyouare
submittingassomeoftherequirementsmaynotbe
necessary

HOWLONGDOESTHEAPPROVALLAST

TheinitialapprovallastsforthreeyearsPriortothe
expirationoftheapprovaltheapplicantmayrequest
anextensionforuptotwoyears

NEWCONSTRUCTION

AllnewconstructionmustcomplywiththeCitys
GreenBuildingOrdinanceandBayFriendly
LandscapingrequirementsTheseordinancescanbe
foundbyclickingontheGreenHaywardicon
shownbelowlocatedonthelefthandsideofthe
Cityshomepageatwwwhaywardcagov

httpwwwhaywardcagovCAP08CAP08shtm

MOM
dfflifilMainS

5105834200
Fax5105833649

TDD5102473340
Revised7129104



ApplicationDeemed
Incomplete

SubmitMissingandlor
RevisedInformationto

Planning

CityofHayward PlanningDivision
SitePlanReview

Goal6WeeksCityProcessingTimet

ReviewbyStaff

Within15Days

SubmitApplication

ApplicationReviewedByCityStaff

Within30Days

Noticeofproposalmailedtoproperty
ownersfoccupantswithin300ftof

property

1TheprocessinglimeassumescompleteandtimelysubmittalsbytheApplicant
2Most611ePlanReviewapplicationdecisionswillbemadebystaffInsomeInstancesduetothe
complexityoftheproposedprotectthedeClelonmaybemadebythePlanningCommissionatanoticedpublic
hearingThiswilladdapproximately6weekstotheprocessinglimeandwillrequireadditionalepptoatlon
teesAlldeclstonebythePlanningCommiseloncanbeappealedtotheCityCounet

ApplicationDeemed
Complete

StaffPreparesFindings
forDental

Within10Days

StaffPrepares
Findingsand
Conditionsof

Approval

Wthln10days

NoticeofDecision2

15DayAppealPeriod



CITYOFHAYWARDPLANNINGDIVISION

CONDITIONALUSEPERMIT

PublicHearing PlanningCommission

WHENISACONDITIONALUSEPERMIT

REQUIRED

ApprovalofaConditionalUsePermitisrequired
beforecertainusesmaybeestablishedasdefined
onthevariousbyzoningdistrictRefertothe
ZoningUseChartsavailableinthePermit
CenterorontheCityofHaywardwebsitewithin
theDevelopmentServicesDepartmentwhichcan
befoundbyclickingonDEPARTMENTSon
thelefthandsideoftheCityshomepageor
checkwiththePlanningDivision

WHATFINDINGSMUSTBEMADETO

APPROVEACONDITIONALUSEPERMIT

AConditionalUsePermitapplicationmaybe
approvedorconditionallyapprovedwhenALL
ofthefollowingfindingsaremade

aTheproposeduseisdesirableforthepublic
convenienceorwelfare

bTheproposedusewillnotimpairthecharacter
andintegrityofthezoningdistrictand
surroundinguses

cTheproposedusewillnotbedetrimentalto
thepublichealthsafetyorgeneralwelfare
and

dTheproposeduseisinharmonywith
applicableCitypoliciesandtheintentand
purposeofthezoningdistrictinvolved

WHATDOESITCOST

TheinitialdepositforaConditionalUsePermit
applicationisa5000deposittobeusedforcost
ofstaffreviewtimeandmaterialsSeePlanning
FeeSchedule

httpwwwhayward
cagovdepartmentsfinancedocumentsMasterFee
2010pdf

CityofHayward 777BStreetHaywardCA94541
PlanningDivision wwwhaywardcagov

PrintedonRecycledPaper

WHATMATERIALSDOISUBMIT

Referto the Development Application
InstructionsandChecklist availableinthe

PermitCenterorontheCityofHaywardwebsite
withintheDevelopmentServicesDepartment
whichcanbefound by clicking on

DEPARTMENTSonthelefthandsideofthe

Cityshomepageatwwwhaywardcagov

httpwwwhayward
cagovdepartmentsceddocumentsplanningDev
elopmentApplicationInstructionspdf

AllapplicantsshouldconsultwithaPlannerto
determinewhichofthesesubmittalrequirements
willbeapplicableforthespecificprojectyouare
submittingsomeoftherequirementsmaynotbe
necessary

HOWLONGDOESTHEAPPROVALLAST

TheinitialapprovallastsforthreeyearsPriorto
theexpirationoftheapprovaltheapplicantmay
requestanextensionforuptotwoyears

FUTURECONSTRUCTION

AllnewconstructionmustmeettheCitysGreen
Building Ordinance and Bay Friendly
LandscapingrequirementsTheseordinancescan
befoundbyclickingontheGreenHayward
iconshownbelowlocatedonthelefthandside
oftheCityshomepageatwwwhaywardcagov

httpwwwhaywardcagovCAP08CAP08shtm
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Fax5105633649
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CityofHayward PlanningDivision
ConditionalUsePermit

Goal12WeeksCityProcessingTimet

SubmitApplication

i
ApplicationReviewedByCityStaff

Within30Days

r

SubmitMissingandor
RevisedInformationto

Planning

Noticeofproposalmailedtoproperty
ownersoccupantswithin300ftof

property

1TheprocessinglimeassumescompleteandtimelysubmittalsbytheApplicantanEnvironmentalImpactReportEIR
isrequiredfortheprojedttheprocessingtimewillbelonger
2PlanningCommissiondecisionscanbeappealedtotheCityCouncillithedecisionIsappealedtotheCityCountThis
willaddapproximately6weekstotheprocessingtimeandwillrequireadditionalprocessingfees

StaffPreparesFindings
forDentalandStaff

Report

Within60Days

StaffPreparesFindings
andConditionsof

ApprovalandStaff
ReportAgenda

SchedulingandNoticing

Within60days

PlanningCommission
PublicHearing2

10DayAppealPeriod



HOWTOAPPLYFORA

GENERALPLANAMENDMENT

PublicHearing PlanningCommissionandCityCouncil

WHENISAGENERALPLANAMENDMENT

REQUIRED

AGeneralPlanAmendmentisrequiredtoalter
theGeneralPlanMaplandusedesignationor
policies TheGeneralPlanisalongterm
comprehensiveplanforcommunitydevelopment
adoptedbyCityCouncilItisthebasisfor
determiningacceptablelandusesandrelatedpark
roadandotherinfrastructureneeds Zoning
designationsanddevelopmentproposalsaretobe
consistentwiththepoliciesandlanduse
designationsoftheGeneralPlan

WHATISAGENERALPLAN

TheGeneralPlanisanofficialdocumentadopted
bytheCityCouncilasapolicyguideformaking
decisionsconcerningthedevelopmentofthe
communityaccordingtodesiredgoals The

GeneralPlanisacomprehensivelongrangeplan
thatguidesevaluatesandcoordinatesthe
developmentandrevitalizationofthecommunity
Itisgeneralinnaturewherepoliciesandproposals
aresummarizedratherthanbeingpresentedin
detailinordertoformageneralunderstandingof
policyinterrelationships

TheStaterecognizestheneedtoamendthe
GeneralPlantoreflectnewconditionsor

informationStatelawlimitstheconsiderationof

GeneralPlanamendmentstofourtimesperyear
asgeneralplansarealsorelieduponforStateand
regionalplanning

WHATDOESITCOST

TheinitialdepositforaGeneralPlanAmendment
isa15000deposittobeusedforcostofstaff
reviewtimeandmaterialsnomaximumbilled
onamonthlybasisSeePlanningFeeSchedule

httpwwwhayward
cagovdepartmentsfinancedocumentsMasterFee
2010pdf

CityofHayward 777BStreetHaywardCA94541
PlanningDivision wwwhaywardcagov

PrintedonRecycledPaper

WHATMATERIALSDOISUBMIT

GeneralPlanamendmentsareusuallyassociated
withaproposeddevelopmentAndwouldrequire
submittalofadevelopmentplansRefertothe
DevelopmentApplicationInstructionsand
ChecklistavailableinthePermitCenteroron

theCityofHaywardwebsitewithinthe
DevelopmentServicesDepartmentwhichcanbe
foundbyclickingonDEPARTMENTSonthe
LefthandsideoftheCityshomepageat
wwwhaywardcagov

httpwwwhayward
eagovdepartmentsceddocumentsplanningDev
elopmentApplicationInstructionspdf

AllapplicantsshouldconsultwithaPlannerto
determinewhichofthesesubmittalrequirements
willbeapplicableforthespecificprojectyouare
submittingsomeoftherequirementsmaynotbe
necessary

HOWLONGDOESTHEAPPROVALLAST

Thereisnoexpirationforalterationstothe
GeneralPlanmaplandusedesignationorpolicies
withintheGeneralPlan

FUTURECONSTRUCTION

AllnewconstructionmustmeettheCitysGreen
Building Ordinance and Bay Friendly
LandscapingrequirementsTheseordinancescan
befoundbyclickingontheGreenHayward
iconshownbelowlocatedontheLefthandside
oftheCityshomepageatwwwhaywardcagov

httpwwwhaywardcagovCAP08CAP08shtm
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ReviewbyStaff

Within15Days

1ProcessingtimeassumescompleteandtimelysubmittalsbytheapplioantKenEnvironmentalImpact
ReportElRlerepulredfortheprojecttheprocessingtimewillbelonger

CityofHayward PlanningDivision
GeneralPlanAmendment

Goal18WeeksCityProcessingTimef

SubmitApplication

1
ApplicationReviewedByStaff

Within30Days

Noticeofproposalmailedtoproperty
ownersoccupantswithin300ftof

property

ApplicationDeemed
Complete

StaffPreparesFindings
forDentalandStaff

Report

Within60Days
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StaffPrepares
ReportCity
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Within46days
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Within60Days


